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No. Description _ Retention
1. | LEGISIATION:
Copies of all House and Senate Bills introduced into [Retain for two (2) years,
the Legislature. then destroy.
2. DEPARTMENTAL LEGISLATION:
Final drafts of departmental legislation written by |Retain for three (3) years
this office and associated correspondence filed alphaqthen destroy.
betically by name of Board or Commission.
3. GENERAL ADMINISTRATIVE CORRESPONDENCE :

Letters, reports, legislation, memoranda, charts and
miscellaneous material which reflect the routine
operations of this office.

SEP

Retain permanently corre-
spondence, directives and
other material relating to
planning and policy, that
illustrate the development
and organization of the
department. Transfer
periodically to the MD
State Archives. All other

material retain for three
years and audit, then
destroy .
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